Email signatures for staff at Tooting campus


School of Health & Medical Sciences staff

	[image: A red and black logo

AI-generated content may be incorrect.]

	Firstname Surname
Job title
Department
School of Health & Medical Sciences, Tooting campus
City St George’s, University of London 
Cranmer Terrace, London SW17 0RE 
T: +44 (0)20 7040 XXXX 
M: +44 (0)7XXX XXXXXX
(optional) My pronouns are xxxx
www.citystgeorges.ac.uk




Central professional services staff (for example MSA, HR, Library Services, IT)

	[image: A red and black logo

AI-generated content may be incorrect.]

	Firstname Surname
Job title
Department
Tooting campus
City St George’s, University of London 
Cranmer Terrace, London SW17 0RE 
T: +44 (0)20 7040 XXXX 
M: +44 (0)7XXX XXXXXX
(optional) My pronouns are xxxx
www.citystgeorges.ac.uk




To implement this email signature

· Update your details in the appropriate template above. If you are not sure whether you are part of a central service, speak to your director.
· If you feel comfortable doing so, you are encouraged to include your preferred pronouns in your email signature
· Highlight the template table including the logo and text
· Press Ctrl + C to copy it.

In Outlook 

· Click ‘File’ at the top
· Select ‘Options’ 
· Go to the ‘Mail’ tab and select ‘Signatures’
· Click ‘New’ and give the signature a name e.g. Me
· Click into the signature box and press Ctrl + V to paste your signature.
· Click on the clipboard icon that appears and select Keep Source Formatting. 

See overleaf for further instructions

To set this as your default signature

· On the right select your email account from the drop-down list
· And for new messages select your new named signature e.g. Me from the drop-down list
· Click ‘OK’ and ‘OK’ to finish.


Optional email signature banners

Note: please do not use copy/paste or drag and drop to insert a banner image.
This will cause it to resize and become blurry. Please use the method below.

· Email signature marketing banners are optional, but should be limited to one banner placed below your signature
· Only banners designed through the Marketing team are to be used
· If a new banner is required, please request this through your usual Marketing contact
· To insert a banner, after you have pasted your signature as above:
· Make sure your banner is saved in a folder on your computer
· Leave a single line space underneath your signature, then click the add image button above the area
     [image: Graphical user interface, application

Description automatically generated]
· Find and select your banner image in the usual way, then click ‘insert’
· If you wish you can also add a hyperlink to the image banner
· Make sure the image is highlighted by clicking on it
· Click the hyperlink button, to the right of the insert image button above
· Type the URL into the ‘address’ box and click ok
· Click ‘ok’ to save your signature.





Example signature with a banner in the correct position
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	Firstname Surname
Job title, Department
School of Health & Medical Sciences, Tooting Campus
City St George’s, University of London 
Cranmer Terrace, London SW17 0RE 
T: +44 (0)20 7040 XXXX 
M: +44 (0)7XXX XXXXXX
(optional) My pronouns are xxxx
www.citystgeorges.ac.uk
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